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employee who desires to amend person-
nel records should write to the Direc-
tor of Personnel, National Archives
(NAP), Washington, DC 20408. Each re-
quest shall include evidence of and jus-
tification for the need to amend the
pertinent record. Each request should
bear the legend ‘‘Privacy Act—Request
To Amend Record’’ prominently
marked on both the face of the request
letter and the envelope.

§ 1202.62 Review of requests to amend
records.

(a) The system manager shall ac-
knowledge receipt of a request to
amend a record within 10 workdays. If
possible, the acknowledgment should
include the system manager’s deter-
mination either to amend the record or
to deny the request to amend as pro-
vided in § 1202.66.

(b) When reviewing a record in re-
sponse to a request to amend, the sys-
tem manager shall assess the accuracy,
relevance, timeliness, and complete-
ness of the existing record in light of
the proposed amendment. The system
manager shall determine whether the
amendment is justified. With respect
to a request to delete information, the
system manager also shall review the
request and existing record to deter-
mine whether the information is rel-
evant and necessary to accomplish an
agency purpose required to be accom-
plished by law or Executive order.

§ 1202.64 Approval of requests to
amend.

If the system manager determines
that amendment of a record is proper
in accordance with the request to
amend, he or she promptly shall make
the necessary amendment to the record
and shall send a copy of the amended
record to the subject individual. Where
an accounting of disclosure has been
maintained, the system manager shall
advise all previous recipients of the
record of the fact that an amendment
has been made and give the substance
of the amendment. Where practicable,
the system manager shall send a copy
of the amended record to previous re-
cipients. The system manager shall ad-
vise the Assistant Archivist for Man-
agement and Administration that a re-
quest to amend has been approved.

§ 1202.66 Denial of requests to amend.

(a) Except where the system manager
is the Inspector General, if the system
manager determines that an amend-
ment of a record is improper or that
the record should be amended in a
manner other than that requested by
an individual, the request to amend
and the system manager’s determina-
tions and recommendations shall be re-
ferred to the Assistant Archivist for
Management and Administration. If
the system manager is the Inspector
General, that person shall retain the
responsibility for granting or denying
the request to amend.

(b) If the Assistant Archivist for
Management and Administration, after
reviewing the request to amend a
record, determines to amend the record
in accordance with the request, the As-
sistant Archivist promptly shall return
the request to the system manager
with instructions to make the re-
quested amendments in accordance
with § 1202.64.

(c) If the Assistant Archivist for
Management and Administration, after
reviewing the request to amend a
record, determines not to amend the
record in accordance with the request,
the Assistant Archivist promptly shall
advise the requester in writing of the
decision. The denial letter shall state
the reasons for the denial of the re-
quest to amend; include proposed alter-
native amendments, if appropriate;
state the requester’s right to appeal
the denial of the request to amend; and
state the procedure for appealing.

[50 FR 27197, July 1, 1985, as amended at 54
FR 32068, Aug. 4, 1989]

§ 1202.68 Agreement to alternative
amendments.

If the denial of a request to amend a
record includes proposed alternative
amendments, and if the requester
agrees to accept them, the requester
shall notify the NARA official who
signed the denial letter. That official
shall immediately instruct the system
manager to make the necessary amend-
ments in accordance with § 1202.64.

[54 FR 32068, Aug. 4, 1989]
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